March 8, 2001
DFAS- DFC
MEMORANDUM FOR DI STRI BUTI ON LI ST

SUBJECT: Mlitary Leave for Civilian Enpl oyees

Public Law 106-554, enacted on Decenber 21, 2000, changed the way
Mlitary Leave for civilian enployees is processed. Prior to
enactnment, Mlitary Leave taken for active duty, inactive duty
training, or engaging in field or coast defense training was
chargeabl e in whole day increnents and periods of non-duty (such as
weekends) were al so chargeable. Wth the newlaw, Mlitary Leave nay
be charged in one-hour increnments and | eave will not be charged for
periods of non-duty.

The effective date for this change is the first full pay period
begi nning after the effective date of the law. For the Departnent,
this was be the pay period begi nning Decenber 31, 2000. The Defense
Cvilian Pay System (DCPS) will require nodification and until such
time the mninumcharge will be one day. W are currently eval uating
when the changes will be in place and will notify you when that has
been conpleted. Wile the necessary nodifications will not be in
pl ace i medi ately, there are certain steps that can be taken to
correctly charge Mlitary Leave for periods of non-duty as well as
certain work arounds to avoid erroneous conversions to another |eave
type or Leave without Pay. A description of these is attached and nay
be used at the customer's discretion. |In recognition of the
addi ti onal workload to Customer Service Representatives and
ti mekeepers, special care and effort will be exercised to provide
system changes. It should be noted that corrections to tinme and
attendance for Mlitary Leave taken prior to Decenber 31, 2000, should
continue to be reflected in daily increnents and al so consi der non-
duty periods. When system changes are in place, Mlitary Leave
bal ances will automatically be converted to hours.

You are requested to provide the w dest possible dissem nation of

this nenorandum We will also be providing a copy to each of your
Custoner Service Representatives. M point of contact regarding this
menorandum i s Joe Canpbell. He can be reached at (703) 607-5026.

/sl

Jerry S. Hinton
Director for Finance

At t achment :
As st at ed



DI STRIBUTI ON:  DEPUTY ASS| STANCE SECRETARY OF THE ARMY

( FI NANCI AL OPERATI ONS)

DI RECTOR, OFFI CE OF FI NANCI AL OPERATI ONS,
ASSI TANT SECRETARY OF THE NAVY (FI NANCI AL
MANAGEMENT AND COVPTROLLER)

DEPUTY ASSI STANT SECRETARY OF THE Al R FORCE
( FI NANCI AL OPERATI ONS)

COVPTROLLERS, DEFENSE AGENCI ES

DEPUTY ASSI STANT SECRETARY OF THE ARMY,
MANPOAER AND RESEDRVE AFFARI S (POLI CY AND
PROGRAM DEVELCPMENT DI VI SI ON)

DEPUTY ASSI STANT SECRETARY OF THE NAVY
Cl VI LI AN PERSONNEL/ EQUAL EMPLOYNENT
OPPORTUNI TY)

DI RECTOR, Al R FORCE Cl VI LI AN PERSONNEL POLI CY AND
PERSONNEL PLANS ( PLANS AND REQUI REMENTS
DI VI SI ON)

DI RECTORS OF HUMAN RESOURCES, DEFENSE AGENCI ES

DI RECTOR, Cl VI LI AN PERSONNEL MANAGEMENT SERVI CE



MIlitary Leave Procedures and Wrk Around

Publ i c Law 106- 554 changed the m ninum charge for Mlitary Leave
fromone day to one hour and al so elimnated the charge of
Mlitary Leave for non-duty time. The following is provided for
your information and action, as necessary.

The effective date of the change was the pay period begi nning
Decenber 31, 2000. This was the beginning of the first pay
period after the date the |aw was signed (12/21/2000).

Time and Attendance will continue to be recorded to reflect
t he actual nunmber of hours of Mlitary Leave taken during a
gi ven day. The nunber of hours in the tour of duty nust be
accounted for by a conbination of Mlitary Leave, hours

wor ked, or other |eave taken.

Mlitary Leave will continue to be charged in one day
increnents and the Leave and Earnings Statenment (LES) will
continue to reflect balances in days until system changes are
in place.

Recording mlitary | eave for non-duty days, i.e., weekends or
hol i days, mnust cease inmmediately. Any charges for non-duty
time nade on or after Decenber 31, 2000, and receipt are to be
corrected i medi ately.

MIlitary Leave will continue to be charged in one-day
increnents for periods prior to Decenber 31, 2000. Corrections
prior to that date nust consider non-duty tine.

Enpl oyee’ s Leave and Earnings Statenent will continue to show
t he usage and bal ance of MIlitary Leave in days until the
Defense Civilian Pay System (DCPS) can be nodifi ed.

Therefore, enpl oyees should consider the feasibility of

mai nt ai ni ng manual records expressed in hours in order to have
a pay period record of the actual balance in hours and to
assure that possible erroneous charges to annual |eave or

| eave wi thout pay are corrected.

The O fice of Personnel Managenent, in their Conpensation
Pol i cy Menorandum 2001-2, January 25, 2001, issued gui dance
concerning how Mlitary Leave will be accrued on an hourly



basis. Full time enpl oyees working a 40-hour wor kweek wi | |
accrue 120 hours of Mlitary Leave in a fiscal year, or the
equi val ent of three 40-hour workweeks. Part tine enpl oyees
and enpl oyees on uncommon tours of duty will have their
Mlitary Leave prorated based on the nunber of hours in their
regul arly schedul ed bi weekly pay period. The follow ng table
is provided for that purpose.

Ratio of hours in
ours in the |15 L2001 -
regul arly period to an 80- Hour s of n1lltgry | eave
spheduled hour pay period accrued each fiscal
blmpekly pay (the nunber of year
period hours in the pay

peri od + 80)
40 .5 (40+80) .5 x 120 = 60 hours
112 1.4 (112+80) 1.4 x 120 = 168 hours
120 1.5 (120+80) 1.5 x 120 = 180 hours
144 1.8 (144-+80) 1.8 x 120 = 216 hours

When an enpl oyee takes less than a full day of Mlitary Leave,
the DCPS will charge a full day. |If there is an insufficient
MIlitary Leave bal ance to support the charge, the systemwl|
automatically convert the excess to either another |eave type
or Leave w thout Pay according to normal | eave conversion
logic. Should this occur, enployees should notify their
CSR/ Ti nrekeeper and the enpl oyee’s | eave conversions should be
researched for accuracy. |If in fact an erroneous conversion
has been nade to either another |eave type or Leave w t hout
Pay, a Tine and Attendance transaction should be prepared
changing the charge fromMIlitary Leave (“LM) to

Adm ni strative Leave (“LN') for the nunber of hours
overstated. A record of the pay period and changes made nust
be kept and the T&A corrected once the system change has been
i npl enent ed.

Aut omat ed retroactive processing will be invoked when system
changes are put in place and | eave bal ances w || be adjusted
accordingly to reflect hours rather than days. No corrected
time and attendance will be required, except in those cases
referenced above.



